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Guidance Notes

All records, which identify individuals receiving a service, should be treated as confidential information

and stored, transported and disposed of in a secure way.

1. This schedule specifies the minimum period for which social care client records (hard copy files and systems records) should be retained. Retention periods for some records, such as looked after children, have been laid down in Regulations or Guidance, whereas KCC has determined other retention periods. In general, no records should be kept for longer than necessary for the purpose(s) for which they were created. In some exceptional circumstances there may be an argument for keeping a record for a longer period of time, for example where a child protection record is relevant to further investigation in an extended family or across generations of a family. In such circumstances, destruction can be deferred with the approval of a District Manager/Team Leader. In a case where a record crosses more than one service area and the schedule indicates different periods of retention for each service area; the entire record/s should be retained for the longer period. For example if the schedule indicates that the record for one service should be retained for two years, and for another it should be retained for ten years, then the entire record/s should be retained for ten years. 

2. Hard copy client files together with the system record for the same service user makes up the overall ‘Client Record’. Where a client requests to see the record we hold for them, we are obliged to provide the information from both the hard copy and the system record. It is important; therefore, that we ensure any Record Retention Criteria applied to an individual’s ‘Client Record’ considers together both the hard copy and system records. (This also covers records held in day care and residential establishments). 

3. Where the hard copy record for one service area is now closed, but the client is still ‘live’ within another service area, in most circumstances the closed file should be passed for amalgamation with the live file. If, however, there are service sensitivities or confidentiality issues about amalgamating the two hard copy records together, such as where one is held within a Children’s Social Work Team and one within a Mental Health Team, the responsibility for a decision on amalgamation would rest with a District Manager/Team Leader. Also, if the ‘open’ service is provided by a non-KCC organisation the closed KCC files will not be passed to them for amalgamation. If in doubt, advice on amalgamation of records can be sought from the Information Governance Team.

4. If a client moves to another District or Area but continues to receive a similar provision of service, their manual files should be transferred to the new Team.

5. In exceptional circumstances where space is a major problem locally, it is possible to send ‘back volumes’ of an open client’s file to the Modern Records Centre. Files should only be sent when there is certainty that these are not operational files as there is no out of hours access to the Modern Records Centre, and retrieval costs will be incurred if these files are needed again once they have been archived. For procedures on how to archive back volumes of an open client’s files, please contact the Modern Records Centre.

6. When a client is no longer in receipt of a service the hard copy records are prepared for archiving, and all records relevant to that individual should be brought together for archiving. For example, a file held by a Family Support Centre on a looked after child should be archived with the main file. Where general diaries and logs are kept in establishments, these should not be regarded as part of the individual’s record. Archived records are held in the Modern Records Centre at Commercial Services Door 34, Gibson Drive, West Malling. (Phone: 01622 605237 Fax: 01622 605238.) For guidance and instructions on how to archive records see the Modern Records Centre link in Useful Documents on page 15, or contact the Centre direct.   

7. Family Group Conference (FGC) files will be retained in Area for 2 years from the date of last contact with the FGC service and then transferred to the Modern Records Centre with the social work file. The FGC file will be kept with the social work file and retained for the same retention period. All archived FGC files will have a sticker on the front cover stating: ‘This is a Family Group Conference file. Because information on this file relates to many people, any request to view this file once archived requires full exploration with the FGC County Manager.’

8. Where no separate retention period is stated in the retention schedule for the records of deceased individuals, these records should be retained in line with similar records of living clients. 

9. In addition to this schedule, some local retention policies exist which provide more detailed records management guidance for staff operating in those service areas. Amongst others this includes the Family Group Conference Service, the County Duty Service and the Youth Offending Service. Please contact the individual service for more information.

10. When a record reaches the end of its retention period the destruction of a hard copy file and system record for a client should be carried out together. The electronic record should be deleted and the hard copy file shredded. As part of the destruction process ‘disposal’ lists must be produced indicating the file reference, file title, date destroyed, method of destruction and on whose authority the file was destroyed. When these lists have been actioned they should be retained in Area for 2 years and then transferred to the Modern Records Centre to be retained by the KCC Records Manager for a further 10 years.

Layout of the Retention Schedule

The headings in the Retention Schedule table are as follows:

REF:

        ( x ) 


An item number has been allocated to each retention period for ease of reference.

Where applicable the Local Government Classification Number also appears in brackets. 

Basic file description:


A description of the record to which the retention period relates.

Statutory Provisions:


Where appropriate, details of the statutory provisions relating to the retention of the records have been given.

Retention Period:


The length of time the record series needs to be kept to satisfy either a business need or statutory requirement.

This column also indicates where records should be retained.
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Retention of Records Schedule

Client Records

Ref.
Basic file description
Statutory Provisions
Retention period

1

(CS1)
Adoption Records

Children who are adopted through the Kent Adoption Agency or placed by another agency where KCC staff have undertaken inquiries.

Includes all records held in connection with an adoption or later counselling of adopted persons. (Both those placed by KCC and those placed by other agencies that approach KCC for counselling services).

Records relating to children placed by other agencies in Kent (Welfare Supervision).


Disclosure of Adoption Information 

(Post-Commencement Adoptions) Regulations 2005
On granting of Adoption Order and completion of outstanding work, transfer all records to the Modern Records Centre for retention for 100 years from date of Adoption Order.

(Note: This retention period only applies to adoptions on or after 30th December 2005. For adoptions prior to this date the previous retention period of 75 years will still apply.)

Return to placing agency when contact with adoptive family has ceased.

2a

(CS8.5)    


Looked After Children

Records on children who are in the care of KCC (i.e. subject to an Order under the Children Act or who are accommodated by KCC).



Retain in Area for 2 years from date of last contact, and then transfer all records to the Modern Records Centre for retention until the person reaches the age of 75.

If the child /young person dies before the age of 18 retain for 15 years from their date of death.



Ref.
Basic file description
Statutory Provisions
Retention period

2b

(CS8.6)
Register of Children Placed

This category refers to any information held by KCC on Looked After Children who are the responsibility of other local authorities and have been placed in Kent (under Regulation 10 of the Arrangement for Placement of Children Regulations 1991).



Records for Children placed by other authorities, but who do not receive any services from KCC, should be retained at Headquarters (by the appropriate Administrative Officer in the Performance Monitoring Unit) until they reach the age of 18. If they do receive any services from KCC, the appropriate retention criteria will be applicable, dependent on the service provided.

3

(CS8.7)
After Care

Records of young people who are provided with an after-care service under the Children Act. This applies to any records kept relating to the after care of young people who were previously looked after either by KCC or another local authority/agency. 



Retain in Area for 2 years from date of last contact, and then transfer all records to the Modern Records Centre for retention until the person reaches the age of 75.

4

(CS3.1)
Private Foster Care

Children fostered by private arrangement either by KCC or other authority placement.

Retain in Area for 2 years from date of last contact, and then transfer all records to the Modern Records Centre for retention until the person reaches the age of 75.



5a

(CS7.4)
Child Protection

Records of children who have been the subject of a Child Protection Conference whether or not they are placed on the Child Protection Register.

Retain in Area for 2 years from date of last contact, and then transfer all records to the Modern Records Centre for retention until the person reaches the age of 40. In exceptional cases, records may be retained beyond this period on the authorisation of a District Manager, where they are still relevant for the protection of children e.g. continued involvement with an extended family.

Ref.
Basic file description
Statutory Provisions
Retention period

5b

(CS7.5)
People cautioned or convicted of Offences against Children

Retain in Area for 5 years from notification and then transfer all records to the Modern Records Centre for retention until 75 years from date of caution or conviction.

6

(CS29.1)
Children and Young People subject to Supervision Orders to KCC

Supervision Orders in Criminal and Care Proceedings including other statutory orders requiring supervision by KCC staff e.g. Family Assistance Orders, Release on License.



Retain in Area for 5 years from date of last contact.

7

(CS29.2)


Records of Young Offenders held by Youth Offending Teams



For detailed guidance on retention of Young Offender records, contact the Youth Offending Service.

7a

(CS29.3)
Records of Referral Panel Members, including those who have been rejected


Youth Justice & Criminal Evidence Act 1999


Retain in Area for 2 years from date of last contact.



7b

(CS29.4)
Records of Appropriate Adults


Police & Criminal Evidence Act 1984
Retain in Area for 3 years from date of last contact.

8a

(CS31.1)               
Children with Disability

Retain in Area until the person reaches the age of 18, or 2 years from date of last contact, whichever is the longer. If the person continues to receive a service from KCC as an adult, the records should be transferred to the relevant team in Adult Services. To destroy or archive the file(s) at this point would lose valuable information for the individual. 

Ref.
Basic file description
Statutory Provisions
Retention period

8b

(CS9.1)
All Other Records relating to Children and Young People

Records of children and young people who don’t fall into any of the above categories, including Children in Need, and general papers where a file has not been opened.



Retain in Area for 2 years from date of last contact, and then transfer all records to the Modern Records Centre for retention until the person reaches the age of 18.



9

 (AS4.1)
People with Physical Impairment

Retain in Area for 5 years from date of last contact, or 2 years from date of death.

10

(AS4.2)
People with Learning Disability

Retain in Area for 5 years from date of last contact, or 2 years from date of death.

11

(AS4.3)
People with Sensory Impairment

Retain in Area for 5 years from date of last contact, or 2 years from date of death. . If sensory impairment equipment has been provided all records to be retained until 2 years after the service ceases.

12

(AS4.4)
People who are registered as:

Disabled, or 

Severely Sight-Impaired/Blind, or Sight-Impaired/Partially Sighted, or Deaf, or with a Hearing Impairment



Retain only the manual registration documentation (in Area) and the electronic record of registration until the person reaches the age of 100 years, or 3 years from date of death. All other records to be retained in Area for 5 years from date of last contact or 2 years from date of death, and then destroyed. If sensory impairment equipment has been provided all records should be retained until 2 years after the service ceases. In exceptional cases, such as where protection or other serious issues exist, records may be retained beyond these periods on the authorisation of a Sensory Disability Manager or Principal Occupational Therapist.

Ref.
Basic file description
Statutory Provisions
Retention period

13

(AS7.1)
OT Bureau Records

Retain in Area for 5 years from date of last contact, unless a major piece of equipment is on loan, or a maintenance agreement applies, in which case the records should be retained until 2 years after the service ceases.

14

(AS4.5)
People issued with a Disabled Driver Permit  (Blue Badge)

Retain in Area for 2 years from the expiry date of the permit.

15

(AS8.1)
People with Mental Illness

Retain in Mental Health Trust for 5 years from date of last contact, and then transfer all records to the Modern Records Centre for retention until 20 years from date of last contact, or 8 years from date of death. In exceptional cases, records may be retained beyond this period on the authorisation of a District Manager.

16

(AS5.2)
People who misuse Drugs or Alcohol

Retain in Area for 5 years from date of last contact, or 2 years from date of death.

17

(AS9.1)
Older Persons

Retain in Area for 3 years from date of last contact, or 2 years from date of death.

18

(AS9.2)
Protection of Property

Retain in Area for 6 years from the date the person is placed permanently in hospital or residential care.

19

(FN1)
Financial Records
Financial Regulations
Paid invoices (plus associated records e.g. orders, delivery notes, etc.) retained by Finance for 3 years. 

All other records where VAT is incurred are retained by Finance for 6 years. 

Voluntary/amenity fund records are retained by Finance for 6 years from date of last action on fund. 

Capital invoices are retained by Finance for 12 years. 

Where loans have been repaid, the records are retained by Finance for 3 years from the final payment.

Collect records are retained in line with the relevant client record retention criteria, or to allow for debt recovery.

Ref.
Basic file description
Statutory Provisions
Retention period

19

(FN1)
Financial Records (continued..)
Financial Regulations
Kent Card - the original copy of the application for a Kent Card will be retained by the Kent Card Administrator for 7 years. Any copies held on files can be destroyed in accordance with the record retention criteria for the client/resource.

Benefits Advice records are to be retained in line with the relevant client record retention criteria, and merged with the main file on conclusion of the Benefits Advice service. If the only involvement is via Area Benefits Officers, records for adults should be retained for 2 years from date of last contact and records for children and young people should be retained until the person reaches the age of 18.

Please note that original financial records are held by finance for the relevant period. Any copies held on files can be destroyed in accordance with the record retention criteria for the client/resource.

20

(AS9.3)
Adult Protection

Retain in Area for 5 years from date of last contact, and then transfer all records to the Modern Records Centre for retention until 10 years from date of last contact.

21

(AS9.4)
All Other Records relating to Adults

Records of adults who don’t fall into any of the above categories, including County Duty Service records, and general papers where a file has not been opened.



Retain in Area for 2 years from date of last contact.

22
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Ref.
Basic file description
Statutory Provisions
Retention period

23
Asylum Seekers & Refugees

The retention of asylum seekers’ and refugees’ records are not governed directly by immigration or asylum legislation. Records of asylum seekers who come under KCC’s patronage are treated in exactly the same way as those of other clients who are in receipt of services. For example records of unaccompanied asylum seeking children in foster care are to be retained in line with the relevant client record retention criteria. 

24
Supporting People

Supporting People records are to be treated in exactly the same way as those of other clients who are in receipt of services. Records are therefore to be retained in line with the relevant client record retention criteria. If the only involvement is via Supporting People, records should be retained at Headquarters (by the appropriate officer in the Supporting People team) for 2 years from date of last contact.

25

(MN7.1)
Complaints or Investigations

Records of complaints or investigations are to be retained in Area by Customer Care for 2 years from the date of conclusion, and then reviewed. Records are then to be retained in line with the relevant client record retention criteria. In exceptional cases, records may be retained beyond this period on the authorisation of a Customer Care Manager or District Manager.

26

(HS9.3)
People who have been designated as ‘Potentially Violent’ on Client Systems



Retain in Area for 5 years from date of last contact, and then transfer all records to the Modern Records Centre for retention until 10 years from date of last contact.

Retention of Records Schedule

Resource Individuals

Ref.
Basic file description
Statutory Provisions
Retention period

27a

(AS2.1)


Foster Parents Approved by KCC

Including any person with whom a child is placed (under Regulation 34 or 38 of the Fostering Services Regulations 2002) and records of foster parent applicants who are not approved.
Fostering Services Regulations 2002


Retain records in Area for 10 years from date approval is terminated, or 2 years from date of death of Foster Parent. In exceptional cases, records may be retained beyond this period on the authorisation of the County Fostering Manager.



27b

(AS2.2)
Private Foster Parents 

Where parents made own arrangements for child to be fostered.

Retain records in Area for 10 years from date of last contact, or 2 years from date of death of Private Foster Parent.

28

(AS2.3)
Adoptive Parents

Including both Kent Adoptive Agency placements and non-agency placements (Stepparent adoptions). 
Adoption Agencies Regulations 2005 Disclosure of Adoption Information Regulations 2005
On granting of Adoption Order and completion of outstanding work, transfer all records to the Modern Records Centre for 100 years from date of Adoption Order.

28a

(AS2.4)
Adoptive Parents 

Those who were ‘counselled out’ or turned down or approved but they decided not to proceed further.

Retain records in the Modern Records Centre for 10 years from date approval is terminated.

29

(AS2.5)
Community Care Helpers, Family Aides, Sessional Workers, Voluntary Escorts, Link Families

Adult Placement Scheme Carers Approved by KCC

Retain in Area for 5 years from date of last contact, or 2 years from date of death.

Retain records in Area for 5 years from date of last contact, or 2 years from date of death of Adult Placement Carer. In exceptional cases, records may be retained beyond this period on the authorisation of a District Manager.

30

(HR11)
Personnel Files & other Employee Records

Retain by Personnel (Shared Services) for 6 years from date of termination of employment. (For Staff Supervision notes, please see Core Supervision Policy)

Useful Documents

Document
Location

Social Care Records Management Policy 

Case Recording with Care in Kent 

Adult Services Policy and Procedure

Children & Families Recording & File Management

Core Supervision Policy

Modern Records Centre Information 

 Information Governance Files and Links

Data Subject Access Request Procedures


(Under Development)

KNet- Adult Services>Document Library>Policies and Procedures>Case Recording Policy

Children & Families Services Shared Drive

http://knet2/AdultServices/Documents/supervision-pol-06.pdf
KNet- KCC Zone>Access to Information>Record Centre Information

KNet- Adult Services>Information Governance Files and Links

KNet- Adult Services>Information Governance Files and Links>Data Protection>Data Subject Access Request(DSAR) 
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